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Introduction 


Sexual stereotyping is the use of words, actions and graphic 
material that assign roles or characteristics to people solely 
on the basis of sex, and without regard for the intrinsic poten- 
tials of women and men. 

Sexual stereotyping affects both men and women. But 
because it has consistently affected women more pervasively 
and negatively, these guidelines are aimed primarily at 
eliminating the sexual stereotyping of women. They are meant 
to create awareness and sensitivity to today’s changing reality. 

The guidelines are based on the authority of Chapter 484 
of the Administrative Policy Manual of Treasury Board 
Canada, September 1982. Examples are used to highlight some 
of the most common situations but do not preclude any area 
not specifically mentioned. The guidelines do not apply to 
material concerned primarily or exclusively with one sex: for 
example, communications regarding maternity benefits. 

Every staff member of Employment and Immigration 
Canada must ensure that all written and audio-visual material 
he or she produces is in accordance with these guidelines. Each 
employee who approves Commission/Department material, 
at any level, is responsible for ensuring that it meets the stan- 
dards of these guidelines. 


Types of communications 


The guidelines cover written, visual, and oral communications 
for distribution within the Commission/Department, to 
federal departments or agencies, to other levels of government, 
and to the public. 


Internal communications include: 


Personnel — job descriptions, statements of qualifications, 
posters, advertisements, audio-visual and film presentations 
for training, textbooks, information sheets, orientation pro- 
grams, recruitment and staff-development material and 
manuals; 


Program administration — program descriptions, guidelines, 
criteria, legislation, research, bibliographies; 


Ministerial — memoranda to ministers, speaking notes for 
ministers or anyone representing the government, discussion 
papers and Cabinet memoranda; 


Parliamentary liaison — responses to questions in the House 
of Commons, speaking notes for the House of Commons, 
briefing notes; 


General — memoranda, minutes of meetings, forms, reports, 
directives, correspondence, employee newsletters or publica- 
tions, administrative manuals, incentive programs and awards, 
correspondence manuals, guidelines for publishing, human 
resource plans and agreements, contracts. 


External communications include: 


Public Affairs — publications, posters, public presentations, 
films, slides, photographs, graphics, speeches, advertising, ex- 
hibits, newsletters, public relations campaigns; 


General — international information, surveys, questionnaires, 
forms, correspondence, contracts. 


Principles 


The whole range of human characteristics and attributes 
should be shown to apply to both women and men. All work, 
occupations, skills, and experience should be described as 
equally valuable and worthy of respect, and all material should 
reflect women’s contribution to Canadian life. Women should 

Lote 

e treated with equal respect, dignity and seriousness; 

e described as working in and out of the home; as married, 
single or divorced; with children and without; as the sole 
support of families; as apartment dwellers and 
homeowners; as rural, city, and suburban dwellers; 

e included as active participants; 

e identified by their own names and/or titles and not by their 
roles as wife, mother, sister, or daughter, unless the 
TeLCheNn Cease thisucontext. 


Language in general 


Personhood 
Avoid the use of ‘‘man’’ words. 

Although the word ‘‘man’’ has two meanings: ‘‘male’’ (men 
only) and ‘‘humanity’’ (including men and women), in prac- 
tice ‘‘man’’ tends to call up images of male people only. 

Because many people mentally exclude women from terms 
such as ‘‘Canadians’’, ‘‘Natives’’, ‘‘youth’’ or ‘‘workers’’, 
it is a good idea to use terms such as ‘‘Canadian men and 
women’’ or ‘‘young women and men’’ periodically throughout 
a text to emphasize that it refers BOTH to men and women. 


No Yes 

career woman name her profession 

manpower human resources, workers, 
workforce, labour force 

chairman chairperson, chair 

foreman Supervisor, lead hand 

man-made synthetic, manufactured, 
of human origin 

layman lay person 

mankind people, humanity, human 
beings 

man-year person-year, staff year 


Women as participants, not possessions 

Don’t portray women as appendages or dependants of men. 
They should be recognized in their own right and for their 
own achievements. 


No Yes 

Workers flocked to the Workers and their families 
new townsite, taking their flocked to the new 

wives and children with townsite. 


them. 


Use parallel language when referring to the sexes. 


No 
men and ladies 
man and wife 


career girl, businessman 


Yes 
men and women 
husband and wife 


businesswoman, 


businessman 


Don’t include information about women that you would 
not include about men. For example, the following usage is 
common: ‘‘Mary Jones, wife of foreign service officer John 
Jones, completed her apprenticeship last year.’’ But you are 
unlikely to hear, ‘‘John Jones, husband of carpenter Mary 
Jones, accepted a posting in Norway.’’ 

In addition, incidental information about children is often 
included in descriptions of women, but not of men, as though 
this were, somehow, an indicator of competence, e.g., 
‘‘Mother of three excels as pipefitter’’. Avoid such usage. 

Treat women and men with the same respect, dignity, and 
seriousness. Don’t describe women by physical attributes when 
men are being described by mental attributes or professional 
position. 


No Yes 


We met with the director, a 
dedicated and _ tireless 
worker, who was accom- 
panied by an equally effi- 
cient secretary. 


We met with the director, a 
dedicated “and — tireless 
worker. He was accom- 
panied by his petite, blonde 
secretary. 


Beware of terms such as ‘‘ladies’’ and ‘‘girls’’. ‘‘Girls’’ im- 
plies immaturity and dependence, while “‘lady’”’ often conveys 
the meaning ‘‘ineffectual’’. If unsure about the use of these 
terms, substitute the comparable masculine-gender term. For 
example, would you say ‘‘I’ll have my boy type this up’’, or 
use the term ‘‘career boy’’? 


He, his, her, hers, theirs... the pronoun problem 
Avoid pronouns limited to one sex. This can be done by us- 
Ineanemiural, an alticle (a Or ““the’”), he or she, or $7 he. 
Or you can change the construction. 


No Yes 
Each secretary should ensure Each secretary should ensure 


that her correspondence... that his or her corres- 
pondence... 

Communications between a Communications between 

counsellor and his client... counsellors and _. their 


clients... Communications 
between a counsellor and a 
client... 


A job hunter may find work A job hunter may find work 


on his own... independently... 
Each ADM should ensure ADMs should ensure that 
that his managers... their managers... 


While the use of neutral terms removes automatic sex iden- 
tification, the surrounding text should clearly indicate that an 
occupation can be held by a person of either sex. However, 
‘‘neutralizing’’ these sentences, as has been done in these ex- 
amples, goes only part-way towards solving the problem, since 
many readers would automatically assume that the ADMs were 
male and the secretaries were female. It is therefore preferable 
to indicate explicitly that these may refer to a person of either 
SEXs 

There are many ways in which this can be built into a text, 
e.g., “‘Each ADM should ensure that his or her managers...’’In 
another context, you might say ‘‘the women and men atten- 
ding this session...’’ (rather than ‘‘the people attending this 
SOSSIONs. y: 


Titles and forms of address 
Use women’s names in the same form as men’s. 


No Yes 
John Jones and Miss Smith John Jones and Mary Smith 


Mr. Jones and Mary Jones and Smith or John 
and Mary 
Miss Smith and John Ms. Smith and Mr. Jones 
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Women may use their husband’s name, their maiden name 
or both. If in doubt, ask women what title they prefer, or use 


Ms. 
No 


John Jones and Mary Smith 
were recently promoted. 
Jones has been with the firm 
since 1965 and Mary since 
1963. 


Yes 


John Jones and Mary Smith 
were recently promoted. 
Jones has been with the firm 
since 1965 and Smith since 
1963. 


Or 
Mr. Jones has been with the 
firm since 1965 and Ms. 
Smith since 1963. 

Or 
John has been with the firm 
since 1965 and Mary since 
1963. 


For memoranda, distribution lists or any other internal 
material, use initials. Within the body of a text, last names 
alone may be used. 

If an addressee is a woman and the writer is uncertain which 
social title she prefers, it is always acceptable to address her 
by first and last names, e.g., ‘‘Dear Mary Smith’’. A profes- 
sional or academic title takes precedence, e.g., ‘“‘Dear Dr. 
Smith’’. ‘‘Dear’’ followed by the initials and family name 
(Dear M.A. Smith) is acceptable for women and men. When 
both sex and name are unknown, use ‘‘Dear Sir/Madam7’’. 
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Language and employment 


Women and men at work 

Work should never be stereotyped as ‘‘woman’s work’’ or 
‘“‘man’s work’’. Terms such as a ‘‘man-sized job’’ should be 
avoided. 

Never imply that certain jobs are incompatible with a 
woman’s femininity or a man’s masculinity. Men as well as 
women should be described and shown as secretaries, nurses 
and babysitters, and women as well as men as engineers, 
plumbers and executives. 

Homemaking or voluntary work should be described as 
equal in value to paid employment: an innuendo of inferiori- 
ty often accompanies references to homemaking. 

Don’t single out women as ‘‘workers’’ in terms such as 
‘‘working mothers’? — would you say ‘‘working father’’? 
Terms such as ‘‘working wife’’ define a woman primarily in 
terms of her domestic role, implying that her main respon- 
sibilities are not towards her employment. 


No Yes 
going back to work 


‘6 


re-entering the labour 
market 


re-entering paid employment 
working wives women who work for pay 


mothers who work outside 
the home 


working mother 


Do not treat women as a special group — they constitute 
more than 40% of the labour market. 


No 


Concern was expressed for 
the employment prospects of 
special groups, such as 
women and Natives. 


Occupations 


Yes 


Concern was expressed for 
the employment prospects of 
women and target groups, 
such as Natives. 


Use the CCDO Manual of Sex-free Occupational Titles in all 
references to occupations. This manual was produced in 1976 
to replace CCDO titles which indicated that the worker was 
either female or male. 
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Texts should clearly indicate that the full range of occupa- 
tions is open to men and women. In some cases, it may be 
appropriate to emphasize the predominance of one sex in an 
occupation and any changes that are occurring (e.g., ‘‘While 
most plumbers are men, women are entering the field’’). 

Cite both men and women and traditionally male and female 
occupations in examples. In addition, try to use examples of 
men and women in non-traditional occupations, e.g., women 
as machinists or men as nurses. 

Avoid using words with an ‘‘-ess’’ or ‘‘-ette’’ ending (such 
as manageress) — they can imply ‘‘non-standard”’ or signify 
imitation or small size (e.g., leatherette, kitchenette). Applied 
to women, the implication becomes ‘‘not to be taken 
seriously’’. 

In general, ‘‘sexing’’ an occupational title, as in the above 
examples, perpetuates the thinking that men belong in cer- 
tain occupations and women in others. It singles out those 
in ‘‘non-traditional’’ jobs as somehow different or strange. 


No Yes 

camera man camera operator 
repairman repairer 

steward, stewardess flight attendant 

lady doctor doctor 

male nurse nurse 

usherette usher 

manageress manager 

cleaning lady cleaner 

draftsman drafter, drafting technician 


The labour force — primary and secondary 
Do not use the terms ‘‘secondary labour force’’ and ‘‘secon- 
dary wage earners’’. 
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Visual and oral 
communications 


Visual 

The principles expressed in the guidelines for language apply 

equally to scripts and visual material. A balance need not be 

struck in every photograph, film segment, etc., but the total 
presentation should conform to the guidelines. 

It is particularly important in this Commission/Department 
to take the lead in avoiding occupational stereotyping by sex. 
Women should be identified in something other than a tradi- 
tionally female occupation such as secretary or clerk. Within 
the Commission, female personnel should be shown in all oc- 
cupations — as counsellors, agents, personnel managers, ex- 
ecutive officers, supervisors, and technical specialists. 

All work should be treated as honourable and worthy of 
respect, and no job or job choice should be downgraded. 
Women should be shown as having and exercising the same 
options as men in their career choices. 

Pictures of women should appear as often as pictures of 
men. Women should be shown: 

e as actively participating in all aspects of life; 

e as being of all ages and ethnic origins, and of differing 
physical attributes; 

e as accountants, engineers, pilots, plumbers, bridge builders, 
computer operators, TV repairers, and astronauts, among 
others; men should be shown as nurses, grade-school 
teachers, secretaries, typists, librarians, file clerks, switch- 
board operators, and babysitters, among others; 

e at all levels of authority within any occupation: women with 
a profession should be shown at all professional levels, 
including the top; women should be portrayed in positions 
of authority over men and over other women; there should 
be no implication that a man loses face or that a woman 
faces difficulty if the employer or supervisor is a woman; 

e as having achieved success in all fields of endeavour (e.g., 
women in all occupations, sports, arts and science); 
Perhaps the most obvious reinforcement of sex-role 

stereotyping is the treatment of women as pretty, sociable and 

Shallow. Don’t use women as visual decoration. 

Where possible, include works by and about women in any 
exhibition, display or visual presentation. 
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A check list 
Check photo sequences for: 

e numerical balance (if three doctors are shown, for exam- 

ple, at least one should be female); 

e job balance (women in blue collar situations as well as 

white collar); and 

e role balance (women in traditionally male occupations, 

or men as homemakers). 

Check visual material for subliminal messages. If, for ex- 
ample, a woman officer is shown surrounded by typist’s equip- 
ment, a mixed message is sent to the viewer. 

The placement and posture of men and women can convey 
messages about an authority role (seated behind a desk, at 
the front of a photo) or a subordinate role (standing behind, 
or smaller). Check all material for such statements and en- 
sure a balance between men and women as authority figures 
or as subordinate ones. Show women and men as equally 
serious about their work, and working together. 


Cartoons 

Cartoons can easily contribute to biased communication since 
much humour is still based on sex-role stereotypes. An exam- 
ple would be the characterization of women as ‘‘dumb 
blondes’’ and men as inept around the house. 

When an artist uses animals as humans, she or he must be 
careful to avoid stereotyping such as depicting men as lions 
and women as kittens. Instead, consideration should be given 
to substituting other cartoons that make a statement about 
equal treatment. In fact, the wise use of humour can be a light- 
hearted, subtle way to discourage stereotyping. 
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Oral 

Oral communications should conform to the guidelines for 

written material. In addition: 

¢ women should appear as often as men do, as interviewers 
and as the subjects of interviews; 

e female voices should be used as often as male voices in voice- 
overs for audio-visual materials, regardless of subject 
matter; 

e when women are doing voice-overs, avoid using background 
music that is ‘‘in a lighter vein’’ (different in authority) from 
that used when men do voice-overs; 

e avoid using less serious dialogue when referring to women, 
when women are speaking, or when women are doing voice- 
Overs. 
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Advertising 


Advertising must conform to the guidelines generally, and par- 
ticularly to those on visual and oral communications. In ad- 
dition, advertising should: 


recognize changing roles of men and women and reflect the 
full range of occupations for all, showing women and men 
as comparably capable, resourceful, self-confident, intel- 
ligent, imaginative, and independent; 

portray men and women of various ages, backgrounds and 
appearances and pursuing a wide range of interests — 
sports, hobbies, business — as well as home-centred 
activities; 


¢ not use women or men purely for attention-getting purposes; 
e use non-sexist language; 
e portray men and women as users, buyers and decision- 


makers; 

avoid presenting either sex as more in need of certain pro- 
ducts or services or as excessive users of certain products 
Or services; 

reflect a realistic balance in the use of women for voice-overs 
and as experts and authorities. 


Li 


Guidelines for the specialist 


Forms, questionnaires, surveys, documents 


Loaded questions 
Avoid ‘‘loaded’’ questions. For example, ‘‘Females only: Do 
you plan to work full-time after you graduate?’’ 
a) Not at all 
b) Only until I am married 
c) Both before and after I am married 
d) Have not thought about it yet 
e) Only until I have children 
The implications are (i) that work is not done in the home, 
and (ii) it is inevitable that all women get married. This type 
of question should be omitted completely or rephrased to ob- 
tain opinions regarding a range of possible situations, including 
families where both partners participate in the labour force. 
In areas where the differing experiences of men and women 
give rise to different responses, make an attempt to explain 
the background. For example, answers to the question “‘I 
would rather collect unemployment insurance than work for 
the minimum wage’’ will depend on what previous earnings 
were, what amounts can be collected under UI benefits and 
what general hourly rate the respondent would expect to earn. 
Because many women are in low-paying occupations, their 
answers to this type of question may appear to indicate an 
abnormal behavioural pattern, whereas it may be completely 
rational when related to previous or expected earnings. 


Terms to avoid 

Don’t request the information ‘‘Mr., Mrs., Miss, Ms.”’, etc. 
This can be obtained much more accurately from one ques- 
tion relating to gender and another to marital status. Please 
note that such information may only be sought for program 
evaluations and surveys or to determine eligibility for special 
programs. 

Do not use the term ‘‘head of household’’ — it no longer, 
has a precise definition. For example, who is the ‘‘head of 
household’? when both spouses work — is it the male or the 
spouse with the larger earnings? 
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Eligibility 
Documents relating to entitlement or eligibility must make it 
clear that regulations and guidelines affect men and women 
equally. Show clearly that any action to be taken will apply 
to both male and female, and use examples that apply equal- 
ly to both. 

Ensure that questions asked do not result in systemic 
discrimination. Do not presume responsibilities related to the 
sex of the claimant. 


Statistics 

Avoid generalizations, particularly when reporting statistical 
findings. They create the impression that all people within a 
group possess the characteristics described. For example, 
‘‘Men outperform women on tests of mechanical ability’’; 
‘‘Married women are less interested in remaining in the ac- 
tive labour force once they have established their right to 
unemployment insurance benefits’’; ‘‘Females do better than 
males on tests involving manual dexterity’’. 

Qualification of the generalization with specific proportions, 
where available, or with words such as ‘‘many’’ or ‘‘a high 
proportion”’ will help to avoid categorization of all individuals 
into a group profile. 

While it is obviously acceptable to describe a measurable 
phenomenon as such, it is not acceptable to present this as 
an integral characteristic of the group in question. For exam- 
ple, one may say: ‘‘A significant proportion of married women 
workers want part-time work.’’ However, this should not be 
generalized to include statements such as: ‘‘Married women 
are less interested than married men in seeking full-time 
work.”’ Also, try to include reasons for your statement such 
as: ‘‘This may be because of a lack of adequate day care or 
the burden of domestic duties.’ 


Research 


Include a breakdown by sex in all gross figures (program par- 
ticipation, client registration, claimant data, etc.). 
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Where applicable, direct research equally towards women 
and men. Even though one sex may represent only a small 
proportion of the universe being researched, omission of data 
by sex may obscure important differences, and as times 
change, this will result in the absence of comparable base data 
from which to work. This applies particularly to ongoing 
research where a group that might be considered insignificant 
now may be important in a few years’ time. If the group is 
statistically unreliable, it should not be shown but the data 
should be gathered to make comparisons possible when 
numbers increase. 

For example, gather information on females in occupations 
such as construction or mining; or males in occupations such 
as nursing or secretarial work. Similarly, include males as well 
as females in research on the need for part-time work and day- 
care centres or on single-parent families. 

Works by and about women should be included in research 
background and bibliographical material. 


Legal documents 

The guidelines obviously cannot apply to quotations from legal 
documents. Further, all communications from the Legal Ser- 
vices Branch of CEIC should be treated as quotations from 
a legal document. If communications from this Branch do not 
follow the guidelines, Legal Services is responsible for any 
revisions. 
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Some extra thoughts 


e It’s not necessary to be consistent. The objective is to treat 
women and men equally and to include women in all 
references to people in general. 

e When in doubt about a particular usage, try reversing the 
sex roles by substituting the comparable masculine-gender 

Orterm. 

e Males should not always be first in order of mention. 
Instead, alternate the order sometimes, e.g., ‘“women and 
men, she or he, her or his’’. 

e Do not degrade or belittle women’s issues and concerns — 
women’s and men’s issues are equally legitimate. 

e Do not treat family issues (i.e., schooling, children, home) 
as women’s issues. 

e Beware of condescension: over-emphasis of a woman’s 
accomplishments can convey the sense ‘‘not bad for a 
woman’’. 
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